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Welcome to NASA’s Goddard Space
Flight Center . . .

You are a member of the Management
Operations Directorate, Code 200, and an
employee of the Procurement Operations
Division, Code 210.

COde 200’s WebSite: http://code200.gsfc.nasa.gov

COde 210°s Web Site: https://code210.gsfc.nasa.gov/podhome.htm



http://code200.gsfc.nasa.gov/
https://code210.gsfc.nasa.gov/podhome.htm

The NASA Vision for Space
Exploration

“Exploring new worlds and
settling the space frontier...”

https://www.nasa.qov

NASA’s mission 1s to pioneer the future in space
exploration, scientific discovery, and aeronautics
research.

A Historical Perspective

@ NASA’s First 50 Years: -

sk October 28-29, 2008


https://www.nasa.gov/

NASA at a Glance

NASA employs 16,000+ civil servants and generates thousands of high
tech jobs in the private sector

The Agency operates nine Field Centers and the contractor-operated
Jet Propulsion Laboratory. There is a NASA Management Office

(NMO) and a NASA Shared Services Center. See
http://www.nasa.gov/about/sites/index.html for more information on NASA’s
Centers and facilities.

Key GSFC facilities include:
— Greenbelt in Maryland
— Wallops Flight Facility in Virginia
— Katherine Johnson Independent Verification and Validation (IV&V)
Facility in West Virginia
Goddard Institute for Space Studies (GISS) in New York.
NASA’s annual budget is approximately $19B.

GSFC’s Procurement Office, which includes obligating money for
NASA Headquarters, is over $4B.


http://www.nasa.gov/about/sites/index.html

NASA Centers and Installations

Goddard Space Flight Center
Glenn Research Center Greenbelt, MD

Deep Space Network Facilities: Cleveland, OH
= Goldstone, in CA Mojave Desert Marshall Space Flight Center

* near Madrid, Spain :
= near Canberra, Australia Huntsville, AL

Katherine Johnson
Independent Verification
& Validation Facility
Fairmont, WV

Goddard Institute
for Space Sciences, NY

Ames Res_,earg:h Center
Mountain View, CA #2 NASA Headquarters

\ Washington, D.C.

Wallops Flight Facility
Wallops Island, VA

/V

Jet Propulsion Laboratory
Pasadena, CA

” Langley Research Center
Hampton, VA

Kennedy Space Center

Armstrong Flight Research Center «— Cape Canaveral, FL

Edwards, CA
NASA Shared Services Center
Johnson Space Center (NSSC), MS
White Sands Test Facility Houston, Texas _
White Sands, NM Stennis Space Center

Michoud Assembly Facility Stennis Space Center, MS

New Orleans, LA
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About GSFC . ..
is, dlfﬁc!t to say what is |mp0551b{e
* for the dream of yesterday :
is th

ope of today and the reality of tomorrqw.
--Dr. Robert H. Goddard

AR,

NASA's Goddard Space Flight Center is home to the
nation's largest organization of combined scientists,
engineers and technologists that build spacecraft,
Instruments and new technology to study the Earth,
the sun, our solar system, and the universe.

http://www.nasa.qov/centers/goddard/home/#.U3JoxRC9aSr



http://www.nasa.gov/centers/goddard/home/#.U3JoxRC9aSr

Goddard Space Flight Center — commw

Center Facilities

* Location: Greenbelt, Maryland

* Acreage: 1121 acres (+149 acres leased from USDA)
« # of Buildings: 51

* Unique Facilities:
Diffraction Grating Evaluation Facility, Earth Observing System Data and Information
System Facility, Flight Dynamics Facility, High Capacity Centrifuge, Hubble Space
Telescope Control Center, Integrated Mission Design Center, Magnetics Test Facility, The
NASA Center for Computational Sciences, NASA Communications Network, NASA Space
Science Data Center, Network Control Center, Quality Assurance and Detector
Development Laboratory, Scientific Visualization Studio, Space Environment Simulator,
Spacecraft Fabrication Facility, Spacecraft Systems Development and Integration Facility,

Spacecraft Test and Integration Facility
*Supporting Facilities:
» Wallops Island located near Chincoteague, Virginia (6188 acres, 84 buildings including aircraft hangars)
* Independent Verification and Validation Facility (IV&VF) located in Fairmont, West Virginia
» Goddard Institute for Space Studies (GISS) located at Columbia University in New York City

Center History

* Founded:

May 1, 1959 (NASA's first Space Flight Center)

* Origin:
GSFC was formed in 1959 with about 160 researchers from the Naval Research Lab (project Vanguard). A tract of land was
identified near the Beltsville Agricultural Research Center and its ownership was negotiated between the US Government and
the State of Maryland. GSFC is named in recognition of Dr. Robert H. Goddard, the pioneer of modern rocket propulsion in
the United States. Wallops Flight Facility was established in 1945 under the National Advisory Committee for Aeronautics
and became Wallops Station in 1958 as part of NASA.



http://en.wikipedia.org/wiki/Image:Goddard_aerial.gif

Goddard Space Flight Center Organization Chart

Office of the Director

Center Director — D. Andrucyk
Deputy Center Director — A. Kinney**
Deputy Center Director for Technology and Research
Investments — C. Johnson
Associate Center Director — R. Rubilotta
Wallops Flight Facility Director — D. Pierce

l

l

——————————

. NASA Independent
NASA Equal Opportunity Office of Office of Chief Office of Education Verification & Validation
Office of Inspector Programs Office Communications Counsel B. Gabrys Program Office
General V. Hill M. Jones R. Andrew Falcon D. Kem
/ 2 G. Blaney
A. Bynum P. Lynch L. Giza KV
190 120 130 140 160 180
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110 . 150 200 300 400
Applied Engineering & Technology Sciences & Exploration Information Technology Suborbital & Special Orbital
: . & Communications Projects
Director - F. Jones Director ~ M. Clampin
Deputy - J. Roman Deputy — J. Hill Director — R. Leahy Director — D. Pierce
Deputy - R. Clason Deputy — R. Jameson
500 600 700 800

Updated: Apr. 2020

* Reports directly to NASA Headquarters

** as of May 24, 2020

All Directorates and most Staff Offices have their own organizational
breakdc_)wns. This breakdown_ 1S locatf_:d on the Center’s internal_wel_)site at
https://internal.gsfc.nasa.gov/information-about-goddards-organizations.



https://internal.gsfc.nasa.gov/information-about-goddards-organizations

NASA/SGSFC Procurement Operations Organization Chart

(as of November 25, 2019)

Procurement Operations Division, Code 210

ChiefifProcurement Officer, Michael McGrathe=, 301-286-8400
Asspciate ChiefiDeputy Procurement Officer, Mary Stevenss, 301-285-T451
Asspciate Chief for Operations and Business Management, Cindy Cherrix =, 301-285-2812

Small Business Specialist,

Office for Headquarters, Code 210.H
Asszociate Chief, Delia Robeye, 301-286-7972
Procurement Manager, Jennifer O'Connell=,
301-285-4309

Procurement Manager, Maria MchNamee=,
301-286-83109

Procurement Manager (Detaily, LaShawn
Feimstern=, 301-286-4240

Office for Mis=sion Enabling, Code 210.1
Asgszociate Chief, Karen Place=, 301-286-3124
Procurement Manager, Alicia Carter=,
301-285-1852

Procurement Manager, Ricarda Mason=,
301-285-5243

Office for Space Sciences, Code 210.5
Asspciate Chief, Steve Llowd, = 301-286-3516
Procurement Manager, Pauline Barretis,
301-285-32594

Procurement Manager, D'ean Pattersons,
301-285-8085

E. Ann Haase=, 301-285-3443

Office for Institutional Programs,
Code 210.1

Asgspciate Chief, Tammy Seidel=,
301-285-8438

Procurement Manager, Karen Smith =,
301-286-5491

Procurement Manager, Finale Uptegrow =,

TS7-024-2794

Office for Program Support, Code
210.P

Associate Chief, Carlos McKenzie =,
301 -285-8002

Procurement Manager, Antwan Reid =,
301 -285-8420

Procurement Manager, Avana Briscoe s,

301-286-4345

Office for Earth Sciences, Code 210.Y

Associate Chief, Mipa Shah =,
301-285-1117

Procurement Manager, Michelle Padfield =,

301-285-4538
Procurement Manager, Craig Keish =,
301-285-0897

GOES-R Procurement
Office

Chief, Ann Haase =,
301 -285-3443

JPSSISSMO Procurement
Office

Chief, Eric Newwman =,
2406340532



How We Are Organized

Division Office —Change Management, New Business and Acquisition Strategic Planning, Source Evaluation,
Industry Assistance support particularly focused on small business programs, Human Capital Planning,
Policy, Pricing, Acquisition Review, Career Development and Training. Support NASA/NOAA programs
(GOES-R and JPSS/SSMO Procurement Offices). Also provides support to our procurement community (e.g.,
System Office Support, Delegation, GAO and IG Audits, FOIA, etc.)

Headquarters (210.H) — Located at Greenbelt and supports all acquisitions needs for Headquarters
operations and staff offices.

Institutional (210.1) — Located at Greenbelt and Wallops Island and supports all acquisition needs related to
GSFC’s infrastructure support (e.g., constructions, custodial and lawn services, etc) and the Suborbital and
Special Orbital Directorate.

Mission Enabling (210.M) — Located at Greenbelt and supports all acquisition needs for the Applied
Engineering & Technology Directorate

Program Support Office (210.P) — Located at Greenbelt and Fairmont and supports all acquisition needs for
the Office of the Director, including the IV&YV facility in WV, a portion of the Flight Programs and Projects
for cross-cutting requirements such as communications, networks, and mission operations, and the Office of
Safety and Mission Assurance. Also supports the Information Technology and Communications Directorate.

Space Science (210.S) —Located at Greenbelt and supports a portion of the Sciences and Explorations
Directorate as well as a portion of the Flight Programs and Projects Directorate for space science and
missions such as those related to planetary, lunar, and solar.

Earth Sciences (210.Y) — Located at Greenbelt and supports a portion of the Sciences and Explorations
Directorate as well as a portion of the Flight Programs and Projects Directorate for earth science and missions
such as those related to weather, remote sensing earth observing.
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https://code210.gsfc.nasa.gov/con210.html
https://code210.gsfc.nasa.gov/con210h.html
https://code210.gsfc.nasa.gov/con210i.html
https://code210.gsfc.nasa.gov/con210m.html
https://code210.gsfc.nasa.gov/con210p.html
https://code210.gsfc.nasa.gov/con210s.html
https://code210.gsfc.nasa.gov/con210y.html

Procurement Operations Division

Our Vision:

Excellence in an evolving acquisition environment
Our Mission:

Establish partnerships that deliver optimal business solutions — one
procurement — one mission— one customer at a time

11



Procurement Operations Division
(Continued)

 Qur Strategic Goals:

Be a premier organization by providing, promoting, and fostering:

— High quality products and services
— Outstanding customer service

— Mutual respect among well-developed, committed employees
— A ssafe, inclusive, and open environment

oo

12



Procurement’s Management
Team

The POD Associates strategically align resources, processes, and business
lines to the mission, goals, and objectives of its customers.

The Procurement Managers implement those strategies and provide full
service acquisition support for the present and the future.

Senior Staff provides the regulatory, policy, and operational perspective.
Together, these individuals form Procurement’s Management Team. More
specifically the team is comprised of:

— Division Management: Division Chief/Procurement Officer, Associate
Chief/Deputy Procurement Officer, Associate Chief for Operations and Business
Management, and the 8 Associate/Assistant Division Chiefs

— Procurement Managers (PM’s): 2 PM’s in 210.1, 210.S,210.Y, 210.M, 210.P and 3
PM’s in 210.H

— Senior Staff: 8 to 10 individuals supporting policy, pricing, file review,
competitions, training and development, source evaluation

13



Our Skill Groups

Management

Contract Specialists
Procurement Analysts
Administrative Support
Cost/Price Analysts

Our total workforce ranges between 180 to 200, and we are located

throughout the Center, as close to a customer(s) as possible.

14



What We All Do

Provide operational procurement support to NASA Headquarters and

GSFC from planning requirements through closeout of contractual

Instruments:

— Acquisition strategy

— Negotiation

— Award

— Administration

—  Closeout

— Source Evaluation Board activities are a separate process from day-to-
day acquisitions

Respond to external communities

— Industry, especially small businesses

— Government Accountability Office (GAQO), Office of Inspector General
(OIG)

— Congressionals

15



What We All Do
(Continued)

Respond to external communities (continued)

Headquarters Procurement Surveys every other year, Self-Assessments
required twice a year, support Survey activity at other Centers

Regular high-level reporting of data and data drill requests

Support Agency and Center Initiatives (examples)

NASA Shared Services (NSSC)

Core Finance, Contract Management Module, Continuity of Operations, etc.
NASA Management Office (NMO), Agency-wide Consolidated Contracts
Certified Training for us and customers

ISO, Safety, Pandemic Planning, Drug-Testing, etc. (whatever the latest
contractor imposed idea, requirement, policy is generated, we support)

16



What We All Do (Continued)

Provide infrastructure support to all aspects of acquisition

Policy, including review function

Automated Systems

Industry Assistance

SEB Coordination

Workforce Planning, Training and Development

Typically, 85% of NASA’s budget is spent on contracts and other
acquisition instruments.

17



Dollars (B)

POD Procurement Obligations
FY 2006 — FY 2016

4.21 :
398 3.98 420

2006 2007 2008* 2009* 2010* 2011* 2012* 2013* 2014* 2015* 2016*

GSFC/HQ documents minus bank cards and outside buying (PGrps beginning with G* and H*, not GSFC/HQ Plant/Money obligated by NSSC, etc)

PRRPT7 - FY

Data As of 2/7/17 18



PPS and Legacy

SAP's Procurement for Public Sector (PPS) contract management solution
seamlessly integrates with NASA's Core Financial (SAP ECC) solution. SAP
PPS provides an end-to-end procurement solution as a part of a single
commercial-off-the-shelf (COTS) product.

— Used to generate NASA contract actions, including solicitations,
contracts, and modifications

— PPS is integrated with NASA’s Financial Management System (SAP) and
the Federal Procurement Data System (FPDS-NG)

Individual training is offered by the Systems Office Support (SOS) Team at
GSFC-DL-Code 210 SOS Team or 6-9744

The next set of charts provide an overview of the procurement-financial
interface process of a funding document (Procurement Request) thru award.

— There won’t be a test following your arrival, not to worry!

19



PPS Main Page

(Back Forwardr History Favortes Personaize View Help

E WM |

Home Procurement Reports

Overview  Service Map

CQ Procurement = Overview = Work Overview = Universal Worklist

Work Overview

: _ Universal Worklist
ST SRR No entries found to dsplay
i Tasks | Abts | Molficstins
Purchasing

Show: [New and In Progress Tasks | |[Al [+]

Workload Redistribution
» Services B Subject !

Universal Waorklist

Sent Date = Priority = §  DueDae

Create Task

Log off

Welcome: Wanda Behnke

Full Screen | Options

Ef

v FEE
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PR to PO Process Overview

* Procurement Request (PR) created in SAP (Financial System)
« Procurement accepts or rejects the PR in SAP

— Accepted:

* PR will be sent to assigned Specialist/PGroup in SAP for Legacy award or PPS for
awards based on PR criteria

— Rejected:
» SAP sends workflow message indicating procurement disapproval to Requisitioner
» Rejected PRs must have Release Strategy reset in SAP

« Award is made in SAP or PPS

— The obligation is posted in SAP
— PR Status is updated to reference the award, document item, and line item

21



Clause Finder Overview

What is the Clause Finder?

— Tool to assist in the review and development of PPS/Document
Builder created documents (e.g. solicitations, contracts,
modifications)

« Generates formatted reports containing required, applicable, and optional
clauses/provisions based on user selected contract type and other inputs

— Contains research tools for looking up clauses/provisions and other
FAR, NASA, and GSFC Guidance

— Microsoft Access Database

« Mirrors all FAR and NFS clauses and provisions found in FAR/NFS
Matrix
— FAR matrix found at FAR 52.301
— NFS matrix found at NFS 1852.301

« GSFC/HQ Local Unique Clauses/Provisions

Updated when Federal Acquisition Circulars (FAC) and NASA
Procurement Information Circulars and Procurement Notices
(PICs/PNs) are issued

Found on the 210 website under the Procurement Policy Tab
— http://procpolicy.gsfc.nasa.gov/GSFC%20Clause%20Finder.accdb

22


http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/far52ma.htm
http://www.hq.nasa.gov/office/procurement/regs/matrix.doc
http://procpolicy.gsfc.nasa.gov/GSFC%20Clause%20Finder.accdb

Roles and Responsibilities of
Management B

.

LRV
« Procurement Officer, Deputy Procurement Officer, and Associate
Chief for Operations and Business Management*
— Advocating and negotiating resources (e.g., training, travel, awards,
promotions, hiring)

— Representative for the Directorate (e.g., Diversity Council, Standing
Awards Committee)

— Subcommittees or Sponsor for the Directorate

— Participation in Agency and Center activities, such as:
« Human Capital Strategy
 IT Security Requirements
» Programs/Projects: NSSC, Security, PPS, and strategic sourcing contracts

— Final approval of any and all acquisition matters depending on dollar
value, unless delegated

*See page 9 for Code 210 organizational chart 23



Roles and Responsibilities of
Management (Continued)

Special request acquisitions (usually an Agency or Center initiative)
Training (for staff, Associates, Leadership)

Travel (for staff and Associates)

Timecards for staff and Associates

Promotions above FPL (normally through Competitive ad)

External office movement, including outside the Division

Hiring, details into 210, and competitive actions

Performance Planning for all and Evaluation for staff and Associates

24



Roles and Responsibilities of
Management (Continued)

e Associate Division Chiefs *

Extension of the Division Chief

Division Representative
* Pre-MSR’s and MSR’s
« Key Customer Meetings
« PSM’s and SEB’s

Acquisition Planning (may delegate further)

Key Customer Interface and Visible Presence at Directorate and
Headquarters level

All acquisitions unless Chief requests otherwise

Training (except competitive Leadership courses) Requests
Travel Orders

Timecards for PM’s

Promotions up to FPL

*See page 9 for Code 210 organizational chart 25



Roles and Responsibilities of
Management (Continued)

Internal office movement

Routine personnel actions

Telework, FWS, Time-off for school (in accordance with Division policy)
Performance Planning and Evaluation for PM’s

Approve Individual Development Plans (IDP’s)

Action Items, as assigned

* Procurement Managers*

Acquisitions up to designated authority

Training, Travel, Awards as delegated by the Associate

Time Cards for employees and Employee Work Schedule Management
Performance Planning and Evaluation for Employees

IDP Development with Employees

*See page 9 for Code 210 organizational chart %6



Roles and Responsibilities of
Management (Continued)

Direct Customer interface
 Attends Program/Project Staff Meetings

Heads Procurement Development Teams (unless delegated)

Assigns work

Supervises employees (includes coaching)

Works with the Associate in Career Development of employees

Source Evaluation Boards (SEB’s)

Performance Evaluation Boards (PEB’s)

PSM’s

Responsible for basically everything related to day-to-day procurement
operations

27



Senior Staff Responsibilities

210 210 Policy Policy Policy Competition Pricing Training and
Maryann Nancy Jim Becker Deb Kaelberer Michele Rook Christopher Godwin Dike Employee
Tolodziecki Lockard 6-1296 6-9702 46931 Whyte 6-7541 Development
6-5740 6-2062 6.9708 Manager
ON DETAIL Steve Kramer Daml; ; g;?tam
HQS 6-5982 )
Procurement POC for Industrial File Reviews File Reviews Competitive POC for Training Policy
Systems Purchase Relations Procurements Pricing/Cost and
Center Card Policy Officer (Lead) Analysis (Lead) | Professional
Business Certification
Process Lead
(CBPL)
Mefrics and POC for AP Pre-PSM Reviews Pre-PSM IFB & RFF review File Reviews for FAC-C
Data Cuality (Financial Reviews for Sections L & M, Pricing Matters, HQ FAC-COR
(Verification, Audits) including G:SA and 'miuding_ ) GSFC WFF
Validation) g_’f‘g Schedules, 5”‘99““3““" IV&V FAC-COR
SUMMmaries Cerifications
(Lead)
Data Analysis GAD&IG Procurement Procurement SEB and SEB Liaison with Mew Employes
Support Template Author Template Author | facility Resources Onboarding for
{Audits, and and management C ommunity Division
Imquiries) Maintenance Maintenance (Pricing, 533s,
etc.) (Lead)
Web- site Closeout Procurement Policy | Procurement PSM Earned Value Individual
Maintenance Team Lead Website Palicy Website presentations and Management Development
Maintenance Maintenance minutes, (EVM) (Lead) Plan (IDP)
Acquisition Plan Assistance for
TEVIEnVS Division
FPDS-NG GEWA Agency/Center Agency/Center Competition Data Termination Employee
Contracting Regulations and Regulations and Analysis/Reporting Contracting Career
Officer Policy Puolicy Officer (TCO) Coaching

(Lead)




Senior Staff Responsibilities

210 210 Policy Policy Policy Competition Pricing Training and
Maryann Nancy Jim Becker Deb Kaelberer Michele Rook Christopher Godwin Dike Employee
Tolodziecki Lockard 6-1296 6-9702 46931 Whyte 6-7451 Development
6-5740 6-2062 6-9708 o Mﬂ:ﬂ‘ﬂf _
ON DETAIL wn Fountain
HQS Steve Kramer 66336
6-5982
System for POC for FOIA Plant, Property, & Plant, Property, Debriefings SEB pricing Qutside Buyer
Award Equipment (Capital & Equipment support {non-1102
Management Assets) Working (Capital Assets) warrants)
(SAM) Group ‘Working Group
Administrator
MAIS Center Delegations Industrial Relations | Statement of Support to DCAA & DCMA COWarrants
Manager Lead Officer (Back-up) Assurance Competition Audit Program
Reporting Advocate coordination,
support, and
review of
charges (Lead)
Annual Self Appropriations Appropriations Protesis POC for
Assessments issues/Cross issues/Cross Directorate
Agency Support Agency Support MODPGA
(CAS) Funding (CAS) Funding Program
HQs Service Confract SEB Awards, if Leadership
Procurement Reporting available Development
Management Training
Reviews
Sustainable Division AIMS
Acquisition Program
Reporting Manager
Division
Assessments,
Metrics and

Tracking




Suzanne Sierra - 301-286-357
Provides the following 210 Support

Dashboard Reports for the Division and each office: CPARS, Close Out,
Modifications, PEB/AF, TOMS, UCA, Leadtime, Target Dates, Org
Chart, Support Services Contract List

Milestone Schedule Reports: Weekly Report, MSR reporting

HQ reporting: Master Buy, Baseline Performance Review system (BPR),
BPR Procurement Leadtime Reporting

eLibrary Curator

CPARS Center Focal Point

Code 200 weekly reports: procurement highlights, Top Ten - JOFOC

Various Projects (e.g. Business Services Assessment (BSA) - Project
Management, Schedules, CPARS; Acquisition Portfolio Assessment Team)
Miscellaneous Division support (e.g. various reports and data calls received
from other divisions and HQs, PMR, milestone schedule development,
presentation materials)

SEB support for performance report requests (PPIRS, FAPIIS, SAM,
AFES, OFAC), if workload permits.

8/11/2020 30



Developing and Managing the
Acquisition Workforce

OFPP Policy Letter 05-01 establishes uniform core training requirements for
Federal acquisition certifications

As a contracting professional, you will need to successfully complete
significant course work to be “certified.”

— Three levels

— Initial certification requirements and continuous learning requirements

— Can effect your promotion progression above full performance level and your
ability to obtain a Contracting Officer’s warrant.

During your first few weeks, you should schedule an appointment with Dawn
Fountain, 6-6336, to go over requirements, prior course work, and current
certification, if applicable. She will help you with your planning and advise
you of upcoming classes.

31



Individual Development Plans
(IDP’s)

An IDP is a tool to track the projection and completion of all required
courses, on the job training, and self-development activities.

An IDP is an element of the career development program prepared by the
Individual with the active involvement of the supervisor. The plan is
signed by the employee, the immediate supervisor and the next level
above the supervisor. The IDP should be discussed upon your arrival,
before and during after the performance appraisal process.
The IDP should include as a minimum:

— Short term (1 year) and long term (5 year) career goals and objectives

— Training needs, especially those tied to certification requirements
The Office of Human Capital Management offers related training.

Dawn Fountain can also assist you with this activity.

32



Individual Development Plans
(Continued)

« The IDP can also include:
— Rotational, detail, and onthe-job assignments, as appropriate
— Key code for defining priority, method and purpose of training
— Other professional development and mentoring assignments, if applicable
— Continuing training in procurement current events and issues, etc.
 Ideally, the IDP should be reviewed and updated jointly every six
months to reflect completed training and work assignments and
changing needs of the individual. Involvement in other developmental
activities should be noted. This can be done in conjunction with the mid-
term review of the employee’s Performance Plan.

33



Other Training Requirements

In additional to Procurement’s Certified Training Program, employees
of the Center are often required to take training in other areas.
Examples include:

— Basic IT Security Training is mandatory for all and is required annually.

This course is accessed through the Agency on-line training system
(SATERN).

— Annual Ethics Training is mandatory for contract specialists and is
provided by the Chief Counsel, both on-line and classroom sessions.
— Equal Employment Opportunity (EEQ) and Diversity-sponsored courses
on an as-required or needed basis. Examples include:
 Sexual Harassment
« Diversity Dialog Project
« Alternative Disputes Resolution
« Basic EEO Requirements

The Building 1 Learning Center has a wide variety of self study
courses. The SATERN on-line e-Learning system is also available for
self study courses.

34



Procurement All-Hands and Training Forums

» There are several ways to meet employees in the Division and learn
about your profession. Talk to your Manager and peers about:

— Procurement All-Hands

— Procurement Training Forums

— HQ Quarterly Webinar

— Masters Forum

— Meet the Management Team

— Code 200 D&I Events

— Center Advisory Committee Events

35



General Employee Information

The next set of charts provide you general information on:

— Resources you should have received OHCM
» (Goddard Orientation Page
» First Day Instructions
* New Employee Orientation e-Handbook
» GSFC Orientation Toolkit

— Phones and Phonemail

— Email and Computers

— Our Website

— Other Websites of Possible Interest



https://employeeorientation.nasa.gov/gsfc/default.htm
https://employeeorientation.nasa.gov/gsfc/firstday.htm
https://employeeorientation.nasa.gov/gsfc/welcomingboard.htm
https://employeeorientation.nasa.gov/tools/orienttoolkit.htm

General Info on Phones & Phonemail

NASA Directory Locator: https://people.nasa.gov/
GSFC Directory Locator: nitps:/internal.gsfc.nasa.gov/phonebook?q=phonebook-search-results
For Toll-Free Phonemail access: 1-877-776-4117

- Voicemail Web Interface: https://voipvoicemail.gsfc.nasa.gov/inbox/
For Telephone Repairs 6-3100
For Internal Calls to Greenbelt: Dial 6 + 4-digit # or 4 + 4-digit #
For calls to Wallops: Dial 7 + 4-digit extension

For local and long distance calls outside of GSFC: Dial 9 + 10-digit
number

For complete phone instructions:
https://itcd.qgsfc.nasa.gov/content/ngv-end-user-device-details
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https://people.nasa.gov/
https://internal.gsfc.nasa.gov/phonebook?q=phonebook-search-results
https://voipvoicemail.gsfc.nasa.gov/inbox/
https://itcd.gsfc.nasa.gov/content/ngv-end-user-device-details

General Information on
Procurement’s Website

Web Site: https://code210.gsfc.nasa.gov

Our home page links commonly used Acquisition/Procurement Process tools
In one place.
Our Website is divided into 5 distinct categories:

— Division Policies & News

— Procurement Operations Portal

— Procurement Policy

— Proc Systems Support

— Employee Info and Training & Development
The Procurement Website contains a lot of information, some that is linked to
other Websites. We continually assess the effectiveness of this Website. As
a new employee, your feedback is especially important to us, particularly as it

relates to the ease of finding what you need. Suggestions for improvement
may be submitted to MaryAnn Tolodziecki.
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https://code210.gsfc.nasa.gov/

Procurement’s Website Items of

Interest

Procurement Operations Portal:
https://code200-external.gsfc.nasa.gov/210/content/procurement-operations-portal

Procurement Policy:
http://procpolicy.gsfc.nasa.qov/

Proc Systems Support:
http://cmm.gsfc.nasa.gov

Employee Training and Development:

https://code200-external.gsfc.nasa.gov/210/content/employee-training-development

Review and Approval Matrix (See GSFC Circular 10-01):
http://procpolicy.gsfc.nasa.gov/

NASA Procurement Training Policy:

https://inside.nasa.qgov/procurement/career-development-and-training

NASA Procurement Library.
https://inside.nasa.qgov/procurement
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General Websites of Interest

NASA Home Page: http://www.nasa.gov/

Public Goddard Home Page:
http://www.nasa.gov/centers/goddard/home/index.html

Internal NASA: http://www.hg.nasa.qov/:

Goddard Strategic Implementation Plan: https://www.nasa.gov/content/goddard-
implementation-plan-in-response-to-the-2014-nasa-strategic-plan

NASA Online Directives: http://nodis3.gsfc.nasa.gov/main lib.cfm

Goddard Directives Management Systems:
https://gs279gdmsias.gsfc.nasa.gov/GDMSv2/index.htm

Acronym Listing: https://spaceflight.nasa.gov/cgi-bin/acronyms.cqi
Office of Human Capital Management: https://ohcm.gsfc.nasa.gov/

NASA Individual Development Plan Advisor at
https://ohcm.gsfc.nasa.gov/content/coaching

GSFC Telephone Book: https://internal.gsfc.nasa.gov/phonebook?g=phonebook-search-
results
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Final Thoughts

» All employees are encouraged to talk to their Supervisor about
their progress on a regular basis and not wait until mid-term or
annual appraisal time. Take the initiative to ask questions about
your own career throughout the year.

» When you feel comfortable with the job you are currently
performing or If you feel that you have reached a level of
efficiency in what you are currently doing, talk to your Supervisor
about other work or developmental assignments.

» Ask for assistance, clarification or help. Get to know your
procurement teammates and develop a good working relationship
with them. Chances are, some of the best answers and insight can
be found in your own procurement office, especially your peers.

» Bring up ideas, respectfully challenge the ways in which we do
business and offer alternatives. Be a part of the solution!

> If you have any concerns or need advice outside of your immediate
area, this package hopefully offers you a number of alternatives.
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